
OASA(M&RA) CPP BPM No: C01Application of New Standard

03/12/98 Page 1 of 1

CPOCMANAGEMENT OTHER

Total Calendar
Days = 180

-o-
Personnel Process

Days = 120

CPACEMPLOYEE

1
DA

-Receive/review new
OPM class. standard
-Inform MACOM/CPOC
of new standard and
impact
-Apply to PDL where
appropriate/assign
responsibilities
-Coordinate with
MACOM and CPOC to
develop plan of action

          (45 days*)

2
MACOM/IRA

-Review for MACOM/IRA
impact; Advise DA of
impact
-Coordinate with DA to
develop plan of action
-Notify commanders/
CPACs of plan of action
to apply PCS
                        (45 days*)

3
CD

-Identify affected
PDs
-Review for impact
-Coordinate/apply
standard where
appropriate
-Advise CPAC of
results and any
actions needed
                   (65 days)

6
-Advise managers
of new standard,
impact, and
timeframes
-Forward results
of CPOC review
to manager

(3 days)

10
-Review SF52
-Coordinate
SF52 and PD
to CPOC

  (3
days)

4
Substantial

change
required?

7
Manager

DCA? *Same time

5
CD

-Apply Standard
-Action
Complete

(5 days)

11
-Finalize PD as
necessary
-Process SF52
-Enter productivity
status code
-Forward to SSD

  (4 days)

8
Without DCA

-Review CPOC
analysis
-Prepare SF52 and
PD if required
(change to title,
series, grade)
-Coordinate SF52 to
CPAC, forward PD
               (45 days)

9
With DCA

-Prepare and
classify new PD
-Create SF52
and attach PD
-Obtain
organizational
approval
-Coordinate to
CPAC
-Notify employee
of new PD

         (60
days)

Yes

No

No

Yes



OASA(M&RA) CPP BPM No:  C02
Routine Classification Review

(Existing PD, No Major Changes, Use of Automated PDs with Minor Edits)

03/18/98 Page 1 of 1

CPOCMANAGEMENT OTHER

Total Calendar
Days = 9

-o-
Personnel Process

Days = 6

CPACEMPLOYEE

1
-Discuss w/ CPAC;
develop plan of action/
recruitment strategy
-Create SF52; attach
PDL/COREDOC or other
source with supplemental
documents
-Develop required/
desired skills list
-Obtain organizational
approval
-Coordinate to CPAC

(3 days) 2
-Review SF52 & PD for
proper documentation &
recruitment strategy
-Provide advice to
manager on proper
position management
(supervisory ratio, senior
grades, etc.)
-Coordinate SF52 &
forward documents to
CPOC-CD
-Assist in developing
mandatory/desired skills
list

(3 days)

3
CD

-Check PD for
appropriateness of
organization and
verify position data
-Process SF52
-Enter productivity
status codes
-Forward documents
to CPOC-SSD

       (3 days)



OASA(M&RA) CPP BPM No:  C03Classification Complaints/Appeals for GS Employees

03/12/98 Page 1 of 1

CPOCMANAGEMENT OTHER

Total Calendar
Days = 109

-o-
Personnel Process

Days = 19

CPACEMPLOYEE

1
-Complains

2
-Counsel on duty
assignments and PD
-Classification review
and revise PD and
reclassify if needed
-Advise of appeal
rights

      (30 days)

3
Does employee

appeal?
Y/N

-Complaint
satisfied

4
-Consult w/ CPAC on
appeal procedures
-Submit appeal in
writing through CPAC
or directly to DOD or
OPM

5
-Review appeal
-Obtain supervisory/
employee accuracy
statement
-Forward appeal
package to CPOC-
CD

(3 days)

7
DOD/OPM

-Review
classification
-Request additional
information from
CPOC as needed
-Render decision
-Notify employee
and CPOC

(60 days)
6

CD
-Receive appeal
-As necessary, conduct
position review
-Confirm current
classification
-Forward appeal
package to DOD/OPM
-Send copy through
CPAC for employee

(15 days)

NO

11
Notify Manager

8
Classification

Change?

10
CD

-As appropriate, modify
PD, send to Manager
-If required, request
SF52 from mgmt
through CPAC
-Notify MACOM/CPAC
of appeal decision
-Process SF52
-Forward to SSD
-Enter productivity
status codes

(4 pay periods)

YES

9
CD

-Notify MACOM/CPAC
of appeal decision
-Establish and
maintain appeal file

            (1 day)

(Direct to DOD/OPM)

NO

YES



OASA(M&RA) CPP BPM No:  C04Classification Complaints/Appeals for WG Employees

03/12/98 Page 1 of 1

CPOCMANAGEMENT OTHER

Total Calendar
Days = 109

-o-
Personnel Process

Days = 19
* not included

CPACEMPLOYEE

1
-Complains

2
-Counsel on duty
assignments and PD
-Classification review
and revise PD and
reclassify if needed
-Advise of appeal
rights

      (30 days)

3
Does employee

appeal?
Y/N

-Complaint
satisfied

4
-Consult w/ CPAC on
appeal procedures
-Submit appeal in
writing through CPAC
then CPOC to DOD

5
-Receive appeal
-Obtain supervisory/
employee accuracy
statement
-Forward appeal
package to CPOC-
CD

(3 days)

7
DOD/OPM

-Review
classification
-Request additional
information from
CPOC as needed
-Render decision
-Notify employee
and CPOC

(60 days)
6

CD
-Review appeal
-As necessary, conduct
position review
-Confirm current
classification
-Forward appeal
package to DOD/OPM
-Send copy through
CPAC to employee

(15 days)

NO

11
Notify Manager

8
Classification

Change?

10
CD

-As appropriate, modify
PD, send to Manager
-If required, request
SF52 from mgmt
through CPAC
-Notify MACOM/CPAC
of appeal decision
-Process SF52
-Enter productivity
status code
-Forward to SSD

(4 pay periods*)

Yes

YES

9
CD

-Notify MACOM/CPAC
of appeal decision
-Establish and
maintain appeal file

            (1 day)

No



OASA(M&RA) CPP BPM No: C05Non-routine Classification Action
(Delegated Classification Authority to CPOC)

03/18/98 Page 1 of 1

CPOCMANAGEMENT OTHER

Total Calendar
Days = 58

-o-
Personnel Process

Days = 46

CPACEMPLOYEE

1
-Discuss w/ CPAC; develop
plan of action/recruitment
strategy
-Prepare PD using PDL,
COREDOC,or other sources
(major edits)
-Create SF52; attach PD with
supplemental documents
-Develop required/desired
skills list
Obtain organizational
approvals
-Coordinate SF52 to CPAC

(3 days)

2
-Review SF52 & PD for
completeness &
recruitment strategy
-Provide advice to
manager on proper
position management
(supervisory ratio,
senior grades, etc.)
-Coordinate SF52 &
forward documents to
CPOC-CD
-Assist in developing
mandatory/desired
skills list

(2 days)

3
CD

-Review proposed PD
& supplemental
documentation
-Conduct audit, if
necessary
-Rewrite PD as
necessary
-Determine
classification
-Forward classified PD
to management for
approval

(40 days)

Yes5
Does manager

concur?

No

4
-Review classified PD

(3 days)

6
-Follow local
procedures for
resolution
-Notify CPOC of
decision

(10 days)

7
-Complete
classification data
-Process SF52
-Enter productivity
status codes
-Coordinate to
CPOC-SSD

(4 days)



OASA(M&RA) CPP BPM No: C06Non-routine Classification Action
(Delegated Classification Authority with Management)

03/18/98 Page 1 of 1

OTHER

Total Calendar
Days = 29

-o-
Personnel Process

Days = 16

EMPLOYEE

4
Classification

Issue?

YES

6
-Consider
CPOC
changes to PD
-Elevate for
decision as
required to
higher
manager
-Prepare
supplementary
position
classification
analysis to
document
management
decision
-Make final
decision &
notify CPOC

(10 days)

5
-Provide
advisory to
manager &
coordinate with
CPAC as
required

(4 days)

CPOCCPAC

MANAGEMENT1
-Discuss with
CPAC; develop
plan of action/
recruitment
strategy
-Prepare & classify
PD using PDL/
COREDOC (major
edits)
-Create SF52;
attach PD with
supplimental
documents
-Develop required/
desired skills list
-Obtain
organizational
approvals
-Coordinate SF52
to CPAC

(3 days)

2
-Review SF52 & PD
for completeness
recruitment strategy
-Provide advice to
manager on proper
position
management
(supervisory ratios,
senior grades, etc.)
-Coordinate SF52 &
forward documents
to CPOC-CD
-Assist in developing
mandatory/desired
skills list

(4 days)

NO

7
-Complete
classification
data
-Process SF52
-Coordinate to
CPOC-SSD

(4 days)

3
CD

-Check
classified PD
for proper
classification

(4 days)

MANAGEMENT



DASA(M&RA) CPP BPM No:C07Realignment

03/15/98 Page 1 of 1

CPOCMANAGEMENT OTHER

Total Calendar
Days = 66

-o-
Personnel Process Days = 31

CPACEMPLOYEE

1
-Develop a plan of
action (including
milestones) in
coordination with
CPAC & CPOC, CSR,
resource management,
union and others as
determined by
management
-Obtain higher level
management approval
-Prepare and forward
final package
 * specific changes
needed
 * organization charts
 * mission and function
statements
 * TDA/Draft table 30
 * list of affected
employees

(30 days)

5
-Coordinate SF52's from
management and submit to
CPOC (NLT 2 weeks
before realignment
effective date)

(2 days)

7
CD

-Process
realignment
SF52's
-Enter productivity
status codes

(14 days)

4
CSR

-Input Table30/
TDA into
DCPS
-Coordinate
with DFAS
-Advise CPAC/
CPOC of
DCPS update

3
CD

-Build Table 30
(assigns
organizational
codes) in
DCPDS
-Forward new
Table 30 to
CSR; inform
CPAC

(5 days)

2
-Review
package and
supplemental
documents for
position
management,
completeness,
etc.
-Forward
package to
CPOC

(10 days)

6
-Create
realignment
SF52's
-Forward to
CPAC

(5 days)

See BPM #I01 for
Payroll Interface
Processing Cycle



OASA(M&RA) CPP BPM No:C08Reorganization

03/15/98 Page 1 of 1

CPOC
MANAGEMENT OTHER

Total Calendar
Days = 91

-o-
Personnel Process

Days = 47

CPACEMPLOYEE

5
-Coordinate SF52's and
revised PDs as needed
from management and
submit to CPOC
(NLT 4 weeks before eff
date for reorganizations)

(2 days)

7
CD

-Review
classification
actions
-Process SF 52's
-Enter productivity
status codes

(30 days)

4
CSR

-Input Table
30/TDA into
DCPS
-Coordinate
with DFAS
-Advise CPAC/
CPOC of
DCPS update

3
-Build Table 30
(assigns
organizational
codes) in
DCPDS
-Forward new
Table 30 to
CSR; inform
CPAC

(5 days)

2
-Review
package and
supplemental
documents for
position
management,
completeness,
etc.
-Forward
package to
CPOC

(10 days)

1
-Develop a plan of
action (including
milestones) in
coordination with
CPAC & CPOC, CSR,
resource management,
union and others as
determined by
management
-Obtain higher level
management approval
-Prepare and forward
final package
 * specific changes
needed
 * organization charts
 * mission and function
statements
 * TDA/Draft table 30
 * list of affected
employees

(30 days)

6
-Create SF52's
-Revise PD as
necessary
-Forward to
CPAC

(14 days)



OASA(M&RA) CPP BPM No:C09DOD Wage Survey

03/26/98 Page 1 of 1

CPOCMANAGEMENT OTHER

Total Calendar
Days as Set by

DOD

CPACEMPLOYEE

2
Commander

-Receive order from
DOD to begin wage
survey
-Assign responsibility for
conduct of wage survey

1
DOD

-Identify host
activities
-Initiate order
to begin wage
survey

3
Commander's

Designee
-Conduct wage
survey

4
Is CPAC

responsible for
survey?

Y/N

5
-Provide
technical
support
-Coordinate
CPOC admin
assistance

7
-Participate as
required

YES

NO

6
Provide admin
support as
required



OASA(M&RA) CPP BPM No: C10Commercial Activities (A76) Studies

03/16/98 Page 1 of 1

CPOCMANAGEMENT OTHER

Total Calendar
Days  = Time

frames based on
study milestones

CPACEMPLOYEE

1
Commander

-Establish Steering
Committee
     *DOC
     * CPAC/CPOC
     * Staff Judge Advocate
     * Resource

Management
     * Others as determined

by management
-Develop final plan of
action (including
milestones)
-Obtain higher level
management approval
-Appoint study team to
conduct PM/MEO study
 -Announce study/brief
workforce and union

2
Study Team

-Conduct study
-Develop MEO
     *specific changes
needed
     *mission and function
statements
     *TDA
     *list of affected
employees

3
-Participate as
team member
on study team
-Provide PM
advice and
assistance
-Coordinate
with CPOC-
SSD and CD

4
CD

-Provide
assistance to
study team as
required
-Prepare PDs
as needed
-Evaluate/
classify
positions for
MEO
-Respond to
study team
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